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AMIN KAKEH 





7050 Leestone Street 
Springfield, VA 22151 
703-642-8921 


EDUCATION: 


e M.A. Economics and Finance, University of Detroit, Detroit, Michigan 
B.A. Accounting and Business Administration, University of Damascus, Damascus, Syria 


EXPERIENCE: 


-MANNA, Inc. & Subsidiaries |= Washington D.C. March 1996 - March 1998 
Non-Profit Organization 


CONTROLLER 


e Initiated the process of implementing the Timberline Accounting System and created the related chart of 
accounts, the cost codes and the interfaces between the construction software and the accounting system 

e Managed the accounting functions in the areas of accounts payable, job costing, payroll, accounts 
receivable, revenues, expenses and maintained internal controls 

e Administered the financial aspects of the grants and contracts to assure compliance with government 
guidelines | 

e Managed the construction loans, the Capstone Fund and monitored the bank accounts and the investments 

e Established accounting policies and procedures, created/revised financial reports, and supervised 
accounting staff 

e Administered the computer system (Microsoft NT Network) and automated the financial reporting system 

e Prepared the overhead allocation plan and indirect cost rate proposals 

e Prepared for the Quarterly Compilation and the year-end financial statements for the company and its 
subsidiaries | 

e Prepared the financial schedules for external auditors and facilitated the external audit 

e Prepared and/or assisted with the tax form filing (941, 1120, 5500 and others) 

e Assisted with the preparation of the operating budget, monitored the expenses, and analyzed the results of 
operations 

e Reviewed the cash flow projection and monitored the income from the settlements and the cash donations 

© Coordinated with project development department the budget and financing for the projects 

e  Collaborated with the department of property management on the financial matters to the condos and co- 
ops associations and prepared the financial results of their operations 


Jeraisy Group Jeddah, Saudi Arabia 1993 - 1996 
Office Furniture and Computer Equipment Company 


CONTROLLER 
e Managed the financial operations for the western region and supervised the department heads for 


accounting, maintenance, inventory stock control, payroll, collections, the computer system, as well as, 
the stores’ managers in the region 
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e Developed the financial reporting system, upgraded the computer reporting system and established the 
daily sales report 

e Conducted effective budget planning, preparation and control over expenses, analyzed the financial 
conditions, and established guidelines for cash management 

e Improved the coordination and communication among the stores regarding prices, sales, and stock 
availability 

e Prepared the financial statement for the region and facilitated the external audit 

Bowie State University Bowie, MD 1992 - 1993 


Federal Grants And Contracts Manager 


Managed grants department in the areas of grants accounting, budgeting, federal financial aids and 
coordinated Title III budgeting and financial management/reporting 

Monitored cash flow on grants, financial aids and students’ loans 

Prepared financial reports and monitored expenditures and revenues 

Planned, organized and coordinated the submissions of the grants proposal, indirect cost weeEvEDY tate, 
budgets, and the related analysis 

Prepared the federal forms (SF269, SF 270, SF 272, 1034, and 1035) 


St. Mary’s College of Maryland | 1985 - 1990 


Director of General Accounting 


Analyzed the college programs and policies to determine fiscal implications, as well as, offered 
recommendations for management actions to maintain consistent college fiscal policies and objectives 
Formulated and implemented policies and procedures to meet the college financial needs | 

Managed the daily functions of the business office, and supervised the staff of the following areas: Student 
Accounts, Accounts Receivable, Cashiering, Revenue Accounting, Purchasing, Accounts Payable and 
Expenditure Accounting 

Trained staff and developed job descriptions 

Ensured compliance with state regulations regarding college funds expenditures 

Prepared annual financial statements and the related year-end reports for the independent and the 
legislative auditors 

Oversaw endowment fund, loan fund, Sint fund, cash collections, student financial aid disbursements, 
and federal/state grants and contracts 

Implemented Student Information Software System on line | 
Financial Record System and Student Information System coordinator and representative for the college at 
the state level 

Prepared revenue projections, expenditures estimate and coordinated budget preparation 
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